
Principals
Barry E. Jackson, CLM, CPA

Kimberly A. Swetland

Editors
Roseann S. Lentin
Marjorie L. Stein

Rita I. Thompson, CLM
Kenneth Knott, CPA

Best Practices in
Legal

Management
A Comprehensive Guide



New York State Bar Association Continuing Legal Education publications
are intended to provide current and accurate information to help attorneys
maintain their professional competence. Publications are distributed with the
understanding that NYSBA does not render any legal, accounting or other
professional service. Attorneys using publications or orally conveyed infor-
mation in dealing with a specific client’s or their own legal matters should also
research original sources of authority.

We consider the publication of any NYSBA practice book as the begin-
ning of a dialogue with our readers. Periodic updates to this book will give us
the opportunity to incorporate your suggestions regarding additions or cor-
rections. Please send your comments to: CLE Publications Director, New
York State Bar Association, One Elk Street, Albany, NY 12207.

Copyright 2010
New York State Bar Association

All rights reserved
ISBN: 1-57969-290-7
Product Number: 4131



DEDICATION

This book is dedicated to the memory of Martha Llano, an extraordinary
friend, colleague, legal administrator, past president of the New York City
Chapter of the Association of Legal Administrators (ALA), Certified Legal
Manager (CLM)SM* and eternal president-elect of the ALA. 

Martha’s passion, dedication and vision have inspired many to obtain CLM
certification, demonstrate leadership in their firms and in the ALA and to
continually raise the bar to enhance the respect and visibility of the profes-
sion of legal management through innovative projects and partnerships. 

* CLM is a service mark of the ALA.



v

TABLE OF CONTENTS

Foreword ..................................................................................... xxi

Preface ........................................................................................ xxv

Acknowledgments ....................................................................... xxvii

CHAPTER 1 STRATEGIC AND ORGANIZATIONAL PLANNING

[1.0] Define the Mission, Vision and Values .......................... 2
[1.1] Mission Statement ................................................... 2
[1.2] Vision Statement ...................................................... 3
[1.3] Values....................................................................... 4
[1.4] Develop the Strategic Plan.............................................. 4
[1.5] Interview Questions ................................................. 5
[1.6] Practice Development........................................ 5
[1.7] Practice Management ........................................ 6
[1.8] Technology ........................................................ 7
[1.9] Capitalization..................................................... 7
[1.10] Support Services................................................ 8
[1.11] Action Plan............................................................... 8

Appendix ........................................................................ 11

CHAPTER 2 BUSINESS DEVELOPMENT

[2.0] Planning Client Development......................................... 29
[2.1] A Planned Approach Is the Best Approach ............. 29
[2.2] People Do Business with People They Know.......... 29
[2.3] Organize Your Outreach ......................................... 30
[2.4] Develop a Database ........................................... 30
[2.5] Diversify Your Approach ................................. 30
[2.6] Use the Right Lawyers ...................................... 30
[2.7] When Is It OK to Stop? ........................................... 31
[2.8] Forecasting of Business Opportunities ........................... 31
[2.9] Creating a Targeted Plan ......................................... 31
[2.10] Review Industry Trends ........................................... 31
[2.11] Focus on Niche Markets .......................................... 32
[2.12] How to Break In ...................................................... 33
[2.13] Monitor Your Competitors....................................... 33
[2.14] Ask for Business ...................................................... 33
[2.15] Responding to Requests for Proposals (RFPs) ............... 34
[2.16] The Go/No Go Decision ......................................... 34
[2.17] Design a Strategy for an Intelligent Response ........ 34



vi

[2.18] The All-Important Executive Summary................... 35
[2.19] Added Value and Alternative Billing ...................... 35
[2.20] The Basics ............................................................... 36
[2.21] Win or Lose, Find Out Why .................................... 36
[2.22] Client Profitability Analysis ........................................... 36
[2.23] Show Me the Patterns............................................... 37
[2.24] Which Types of Work Are Most Profitable? ........... 37
[2.25] Manage Client Expectations .................................... 37
[2.26] Analyze Client Profitability ..................................... 37
[2.27] Where Is Business Coming From?........................... 38
[2.28] Managing Partner’s Role.......................................... 39
[2.29] Market Yourself .............................................................. 39
[2.30] Put It in Writing ....................................................... 39
[2.31] Networking............................................................... 40
[2.32] Speaking and Writing............................................... 41
[2.33] Mastering the Art of Follow-up ............................... 41
[2.34] Collaborate ............................................................... 41
[2.35] Client Intake/Conflicts.................................................... 41
[2.36] Building and Maintaining the Conflicts Database ... 41
[2.37] Performing Conflict Searches .................................. 43
[2.38] Using Conflict Reports............................................. 43
[2.39] Managing Conflict-of-Interest Waivers ................... 43
[2.40] New Business Reports.............................................. 43
[2.41] Conflict Checks on New Hires................................. 44
[2.42] Logos/Branding .............................................................. 44
[2.43] Challenges in Maintaining Brand Integrity.............. 44
[2.44] Creating Your Brand ................................................ 45
[2.45] Logo Design ............................................................. 45
[2.46] Website Development ..................................................... 46
[2.47] Building a Website................................................... 46
[2.48] Competing for Attention on the Internet.................. 46
[2.49] Public Relations/Blogs/Social Networking .................... 47
[2.50] Leveraging Social Networks ................................... 47
[2.51] Leveraging Individual Lawyer Networks ............... 47
[2.52] Enhancing Through Leadership ............................... 48
[2.53] Increasing Competitive Intelligence Options .......... 48
[2.54] Boosting Your Presence with the Media.................. 49
[2.55] Client Relationship Management (CRM)....................... 50
[2.56] The Firm Rolodex .................................................... 50
[2.57] Sharing ..................................................................... 50
[2.58] Staying Current ........................................................ 51
[2.59] Making Contact........................................................ 51



vii

[2.60] Focus on the Tools ................................................... 51
[2.61] CRM and Success .................................................... 52

Appendix ........................................................................ 53

CHAPTER 3 LEGAL PRACTICE MANAGEMENT

[3.0] Lawyer Recruiting, Training and Development ............. 61
[3.1] Finding Candidates .................................................. 61
[3.2] Interviewing ............................................................. 62
[3.3] Due Diligence Checks.............................................. 63
[3.4] Employment Offer, Follow-up and Orientation....... 63
[3.5] Training and Development....................................... 64
[3.6] Mentoring Associates............................................... 64
[3.7] Role of the Associate Mentor ............................ 65
[3.8] Maintain Lawyer Involvement .......................... 65
[3.9] Care and Feeding of Mentors ............................ 66
[3.10] Part-Time Lawyers................................................... 66
[3.11] The Hurdles ...................................................... 66
[3.12] How to Overcome the Hurdles ......................... 67
[3.13] Contract Lawyers ..................................................... 68
[3.14] Advantages ........................................................ 69
[3.15] Scope of Duties.................................................. 70
[3.16] Associate Compensation................................................. 70
[3.17] Merit-Based Compensation on the Rise................... 71
[3.18] Flexible Arrangements............................................. 71
[3.19] Docketing Responsibilities ............................................. 71
[3.20] Overview.................................................................. 71
[3.21] Duties ....................................................................... 72
[3.22] Paraprofessional Staff ..................................................... 73
[3.23] Legal Assistant/Paralegal ........................................ 73
[3.24] Legal Assistant/Legal Secretary............................... 73
[3.25] Scope of Duties ........................................................ 73
[3.26] Ensuring Quality Work ............................................ 74
[3.27] Practice Support/Library/Research................................. 75
[3.28] Legal Research Process............................................ 75
[3.29] What Is Cost-Effective Research?..................... 76
[3.30] Where Can I Find Free or Low-Cost Metered 

Alternatives? ................................................. 76
[3.31] Corporate Resources.......................................... 76
[3.32] Litigation Resources.......................................... 77
[3.33] Tax and Trusts & Estates................................... 78
[3.34] Basic Research Guidelines ................................ 78
[3.35] Role of Law Librarians ............................................ 79



viii

[3.36] Knowledge Management: Working Smarter by
Leveraging the Firm’s Know-How...................... 79

[3.37] Information Services ............................................... 80
[3.38] LexisNexis ......................................................... 80
[3.39] Loislaw .............................................................. 80
[3.40] Westlaw ............................................................. 81
[3.41] PACER .............................................................. 81
[3.42] Alternatives........................................................ 81
[3.43] Practice Group Analysis ................................................. 82
[3.44] Data Compilation ..................................................... 82
[3.45] Analysis.................................................................... 82
[3.46] Utilization .......................................................... 83
[3.47] Realization Rate................................................. 83
[3.48] Leverage ............................................................ 83
[3.49] Variance Reporting............................................ 83
[3.50] Billing and Collections ...................................... 83
[3.51] Using the Results...................................................... 84
[3.52] Continuing Legal Education (CLE)................................ 84
[3.53] Attorney Requirements ............................................ 84
[3.54] Provider Requirements............................................. 85
[3.55] Reporting.................................................................. 86

CHAPTER 4 HUMAN RESOURCES

[4.0] Staff Recruiting and Development ................................. 89
[4.1] Recruiting—Where It Begins................................... 89
[4.2] Define Positions................................................. 89
[4.3] Sourcing Candidates .......................................... 89
[4.4] Employment Applications ................................. 90
[4.5] Interview and Post-interview............................. 90
[4.6] Training: Improving the Skills of the Firm’s

Workforce ........................................................... 91
[4.7] Alternative Staffing: Temps, Contract,

Outsourcing, Offshoring ...................................... 92
[4.8] Temporary Staff................................................. 92
[4.9] Contract Employees........................................... 92
[4.10] Outsourcing ....................................................... 92
[4.11] Offshoring.......................................................... 93
[4.12] Resource Allocation and Staffing Ratios........................ 93
[4.13] Assess Your Needs................................................... 94
[4.14] Considerations When Hiring Staff ........................... 94
[4.15] Assess Performance and Productivity...................... 95



ix

[4.16] Performance Evaluations ................................................ 95
[4.17] Process ..................................................................... 95
[4.18] Method ..................................................................... 96
[4.19] Performance Evaluation for Secretaries................... 97
[4.20] Tips For Success ...................................................... 98
[4.21] Delivering the Evaluation: The Review................... 98
[4.22] Conclusion ............................................................... 99
[4.23] Employee Relations........................................................ 100
[4.24] Motivating Employees ............................................. 100
[4.25] Counseling and Disciplining Employees ................. 102
[4.26] Terminations ............................................................ 103
[4.27] Employee Payroll............................................................ 103
[4.28] Benefits ........................................................................... 104
[4.29] Medical Insurance .................................................... 105
[4.30] Other Potential Benefits ........................................... 105
[4.31] Retirement Plans............................................................. 106
[4.32] Defined Contribution Plans...................................... 106
[4.33] Defined Benefit Plans .............................................. 107
[4.34] Nonqualified Plans................................................... 107
[4.35] Common Characteristics among Retirement Plans

in the Legal Industry............................................ 108
[4.36] Defined Contribution Plans in Law Firms......... 108
[4.37] Defined Benefit Plans in Law Firms ................. 109
[4.38] Best Practices..................................................... 109
[4.39] Fiduciary Responsibilities........................................ 110
[4.40] Due-Diligence Process............................................. 110
[4.41] Investment Policy .................................................... 110
[4.42] Fund Evaluation Process.......................................... 111
[4.43] Fund Family....................................................... 111
[4.44] Fundamentals of the Funds................................ 111
[4.45] Replacing a Fund ..................................................... 112
[4.46] Participant Education and Investment Advice ......... 113
[4.47] Summary ................................................................. 114
[4.48] Workers’ Compensation ................................................. 114
[4.49] Personnel Data Systems.................................................. 115
[4.50] Categorize Relevant Personnel Records .................. 115
[4.51] Identify Technical Systems and Resources.............. 116
[4.52] Configure System and Security Settings.................. 116
[4.53] Document the Process.............................................. 117
[4.54] Advantages............................................................... 117
[4.55] Policy Manual................................................................. 117
[4.56] Purpose..................................................................... 118



x

[4.57] Potential Topics to Address ..................................... 118
[4.58] Important Matters to Consider ................................. 119
[4.59] Diversity.......................................................................... 120
[4.60] Diversity: What Is It? ............................................... 120
[4.61] Benefits of Diversity in the Workplace.................... 121
[4.62] Increased Innovation.......................................... 121
[4.63] Improved Service to Clients .............................. 121
[4.64] Improved Employee Morale and Retention....... 121
[4.65] How to Diversify Your Workplace—Creating a

Diversity Initiative ............................................... 121
[4.66] Executive Commitment ..................................... 122
[4.67] Assess the Climate, Needs and Issues at

Your Firm...................................................... 122
[4.68] Link Diversity to Business Strategic Plans........ 122
[4.69] Communicate the Firm’s Diversity Initiative

to All Employees........................................... 123
[4.70] Make Sure All Employees Receive Diversity

Training ......................................................... 123
[4.71] How to Foster Diversity in the Workplace .............. 123
[4.72] Create a Respectful Work Environment............ 123
[4.73] Create an Environment Free from Harassment

and Discrimination ........................................ 124
[4.74] Recruit and Retain Diverse Employees ............. 124
[4.75] Harassment Prohibition Policy ....................................... 125
[4.76] Scope ........................................................................ 125
[4.77] Definitions ............................................................... 125
[4.78] Harassment ........................................................ 125
[4.79] Sexual Harassment ............................................ 126
[4.80] Managing Staff Without Crossing the Line ............. 126
[4.81] Develop a Formal Complaint Procedure ........... 127
[4.82] Investigation Procedure ..................................... 127
[4.83] Disciplinary Procedure ...................................... 127
[4.84] Retaliation.......................................................... 127
[4.85] Fair Labor Standards Act................................................ 127
[4.86] Misclassified Employees.......................................... 128
[4.87] Travel Time: To Compensate or Not? ..................... 129
[4.88] Beware the Conscientious Worker........................... 130
[4.89] Job Descriptions.............................................................. 131
[4.90] How to Develop a Job Description .......................... 132
[4.91] Using Job Descriptions ............................................ 133

Appendix......................................................................... 135



xi

CHAPTER 5 FINANCIAL MANAGEMENT

[5.0] Startup Considerations.................................................... 171
[5.1] Legal Structure of the Firm...................................... 171
[5.2] Sole Proprietorship ............................................ 171
[5.3] Partnership......................................................... 171
[5.4] Limited Liability Partnership ............................ 173
[5.5] Professional Corporation ................................... 173
[5.6] Tax Considerations .................................................. 173
[5.7] Partnership or LLP ............................................ 174
[5.8] S Corporation..................................................... 174
[5.9] C Corporation .................................................... 174
[5.10] Accounting Methods ......................................... 175
[5.11] Considerations for C Corporations ............. 175
[5.12] Considerations for Partnerships and

S Corporations ........................................ 176
[5.13] Tax Planning Generally..................................... 176
[5.14] Partner Compensation .............................................. 176
[5.15] Planning, Forecasting and Budgeting............................. 178
[5.16] Budget Preparation................................................... 178
[5.17] Analysis.................................................................... 178
[5.18] Plan for the Unexpected........................................... 179
[5.19] Quarterly Budget Forecasts...................................... 179
[5.20] Project Cash Flow Needs ......................................... 180
[5.21] Financial Reporting ........................................................ 180
[5.22] Dashboard Graphics................................................. 180
[5.23] General Ledger Accounting ..................................... 181
[5.24] Fundamental Accounting Principles............................... 182
[5.25] Overview.................................................................. 182
[5.26] Types of Accounts ................................................... 183
[5.27] Double-Entry Bookkeeping ..................................... 183
[5.28] Financial Statements ................................................ 184
[5.29] Balance Sheet .................................................... 184
[5.30] Income Statement .............................................. 186
[5.31] Statement of Cash Flow..................................... 186
[5.32] Interaction Between Financial Statements ........ 188
[5.33] Financial Statement Footnotes .......................... 190
[5.34] Cash vs. Accrual Accounting ............................ 190
[5.35] Analyzing the Firm’s Position........................... 190
[5.36] Internal Controls ...................................................... 192
[5.37] Managing Cash Flow...................................................... 192
[5.38] Billing Practices ....................................................... 193
[5.39] Options .............................................................. 193



xii

[5.40] Alternate Fee Structures .................................... 194
[5.41] Time Records..................................................... 194
[5.42] Timely Billing.................................................... 194
[5.43] Electronic Invoicing .......................................... 194
[5.44] Billing and Collection Procedures ........................... 194
[5.45] Reporting.................................................................. 195
[5.46] Delegating Responsibility for Collections ............... 196
[5.47] Cost Recovery................................................................. 197
[5.48] Printing and Copying Costs ..................................... 197
[5.49] Choosing a Cost-Recovery System.......................... 198
[5.50] Comparison of Features..................................... 198
[5.51] Advantages ........................................................ 199
[5.52] Disbursements .......................................................... 199
[5.53] Hard Costs ......................................................... 200
[5.54] Soft Costs........................................................... 201
[5.55] Write-offs........................................................... 202
[5.56] Profitability Analysis and Benchmarking....................... 202
[5.57] Variance Analysis .................................................... 202
[5.58] Revenue Variances ............................................ 203
[5.59] Time Variances.................................................. 203
[5.60] Billing Variances ............................................... 203
[5.61] Compensation Variances ................................... 204
[5.62] Profitability Analysis ............................................... 204
[5.63] Benchmarking .......................................................... 205
[5.64] Financial Ratios Specific to Law Firms ............ 205
[5.65] General Financial Ratios ................................... 205
[5.66] Trust Accounting ............................................................ 206
[5.67] Model Rules Provisions ........................................... 206
[5.68] Mandatory Deposits........................................... 207
[5.69] Permitted Deposits............................................. 207
[5.70] Prohibited Deposits............................................ 208
[5.71] Record Keeping ................................................. 208
[5.72] Withdrawals from Escrow Account ......................... 208
[5.73] Handling Securities and Client Property.................. 209
[5.74] Dishonored Checks .................................................. 209
[5.75] Banking Relationships and Investments ......................... 209
[5.76] Optimal Banking Relationships ............................... 210
[5.77] Cash Collections....................................................... 211
[5.78] Incoming Wire Transfers................................... 211
[5.79] Incoming ACH ................................................. 211
[5.80] Checks .............................................................. 211
[5.81] Comparison of Payment Methods ..................... 212



xiii

[5.82] Treasury Platforms................................................... 213
[5.83] International Cash Management .............................. 213
[5.84] Credit Line Considerations ...................................... 213

Appendix ........................................................................ 215

CHAPTER 6 PROCUREMENT

[6.0] Purchasing and Inventory Control.................................. 223
[6.1] Improve Profitability with Strategic Procurement

Best Practice Initiatives ....................................... 223
[6.2] Establish Preferred Vendor Relationships......... 223
[6.3] Promote Employee Spending Through

Preferred Vendors ......................................... 224
[6.4] Automate Procure-to-Pay Processes.................. 225
[6.5] Request for Proposal (RFP) Process ........................ 225
[6.6] Analyze Current Expenditures .......................... 226
[6.7] Decide If, When and How to Issue an RFP....... 227
[6.8] Elements of the RFP Document ........................ 228
[6.9] Analyze RFP Responses and Rank Vendors ..... 229
[6.10] Vendor Contract Development.......................... 230
[6.11] Lease or Buy................................................................... 230
[6.12] Needs Analysis......................................................... 231
[6.13] Equipment and Vendor Selection ............................ 231
[6.14] Methods of Acquisition............................................ 231
[6.15] Lease vs. Buy Analysis ............................................ 232
[6.16] Benefits of Leasing ................................................. 232
[6.17] Obsolete Equipment .......................................... 233
[6.18] Cash Flow Management .................................... 233
[6.19] Financial Reporting ........................................... 233
[6.20] Income Tax Considerations............................... 233
[6.21] Flexibility and Convenience.............................. 233
[6.22] Top Ten Procurement Negotiation Strategies ................. 234
[6.23] Just Ask .................................................................... 234
[6.24] Understand the Marketplace .................................... 234
[6.25] What Are Your Objectives?..................................... 234
[6.26] Educated Procurement Decisions Are Value Driven 235
[6.27] Pricing, Pricing, Pricing ........................................... 235
[6.28] Investigate Multiple Options.................................... 235
[6.29] Multiple Decision Makers Can Be an Advantage.... 235
[6.30] It’s Business, Not Personal ...................................... 236
[6.31] Remember the Relationship ..................................... 236
[6.32] Ink the Deal.............................................................. 236

Appendix ........................................................................ 237



xiv

CHAPTER 7 OPERATIONS MANAGEMENT

[7.0] Risk Management ........................................................... 257
[7.1] New Business Intake ................................................ 257
[7.2] Conflicts Checking Procedures ................................ 258
[7.3] Approval of New Matters......................................... 259
[7.4] Engagement Letters.................................................. 260
[7.5] Declination of Engagement Letter ........................... 261
[7.6] Critical Date Management ....................................... 262
[7.7] Conclusion................................................................ 263
[7.8] Business Insurance.......................................................... 263
[7.9] How Much Coverage Do You Need? ...................... 263
[7.10] Property Insurance ................................................... 264
[7.11] Business Interruption Income and Extra Expense 

Insurance.............................................................. 265
[7.12] Liability Insurance ................................................... 265
[7.13] General Liability................................................ 265
[7.14] Automobile Liability on Non-owned Vehicles . 266
[7.15] Umbrella Liability ............................................. 266
[7.16] Employment Practices Liability ........................ 266
[7.17] Lawyers Professional Liability Insurance................ 267
[7.18] Cost.................................................................... 267
[7.19] Scope of Coverage Provided by the Policy ....... 268
[7.20] Financial Strength of the Insurer ....................... 269
[7.21] Insurer’s Track Record in Providing

Coverage for Certain Types of Practices ...... 270
[7.22] Administrative Support Services .................................... 270
[7.23] Legal Secretary/Administrative Assistant................ 270
[7.24] Word Processing ...................................................... 272
[7.25] Office Services: Reprographics, Mail and Messenger.... 273
[7.26] Photocopying, Scanning and Faxing........................ 273
[7.27] Mail Processing and Couriers .................................. 274
[7.28] Records Management and Storage ................................. 275
[7.29] Records and Information Management Policy......... 276
[7.30] Consistent File Plan.................................................. 276
[7.31] Records Management Software ............................... 277
[7.32] Staffing..................................................................... 277
[7.33] Electronic Document Management.......................... 278
[7.34] Electronic Discovery................................................ 278
[7.35] Off-site Storage ........................................................ 279
[7.36] Hospitality-Related Services .......................................... 279
[7.37] Employee Safety/CPR/Safety Supplies .......................... 280
[7.38] Prepare for Medical Complications ......................... 280



xv

[7.39] Communicate with Employees with Disabilities ..... 280
[7.40] Promote Family and Individual Preparedness ......... 281
[7.41] Support Employee Health after a Disaster ............... 281
[7.42] When to Go: Make an Evacuation Plan ................... 282
[7.43] Go Bag............................................................... 282
[7.44] Evacuating High-Rise Buildings ....................... 283
[7.45] When to Stay: Make a Shelter-in-Place Plan ........... 284
[7.46] Emergency Supply Kit ............................................. 284
[7.47] Disaster Planning and Business Recovery and

Continuity................................................................... 285
[7.48] Protecting Your Most Valuable Asset .................... 285
[7.49] Business Recovery Planning Checklist.................... 286
[7.50] Post-disaster Checklist ............................................. 287
[7.51] Environmental Initiatives................................................ 287
[7.52] Law Office Climate Challenge ................................ 288
[7.53] Green Power Partnership ......................................... 289
[7.54] ENERGY STAR Program ....................................... 289
[7.55] Green Committees.................................................... 290

Appendix ........................................................................ 293

CHAPTER 8 TECHNOLOGY AND SYSTEMS MANAGEMENT

[8.0] Functional Area Automation .......................................... 341
[8.1] Office Automation and Software Applications........ 341
[8.2] E-mail ................................................................ 342
[8.3] Document Processing ....................................... 342
[8.4] Document Conversion ................................ 342
[8.5] Document Comparison Software................ 342
[8.6] Document Management .............................. 343
[8.7] Digital Dictation Systems ........................... 343
[8.8] Accounting and Financial.................................. 343
[8.9] Accounting and Billing ............................... 343
[8.10] Payroll ......................................................... 343
[8.11] Human Resources ....................................... 344
[8.12] Marketing and Business Development.............. 344
[8.13] Client and Case Management............................ 344
[8.14] Case Management....................................... 344
[8.15] Conflicts...................................................... 344
[8.16] Litigation Support ....................................... 344
[8.17] Library Research......................................... 344
[8.18] Court Alerts................................................. 344
[8.19] Docket Management ................................... 345



xvi

[8.20] Facilities Management....................................... 345
[8.21] Reception .................................................... 345
[8.22] Overnight Couriers and Tracking ............... 345
[8.23] Records........................................................ 345
[8.24] Software Selection and Purchase ............................. 345
[8.25] Training .................................................................... 345
[8.26] Help Desk................................................................. 346
[8.27] Backup Systems ....................................................... 346
[8.28] Systems Design, Programming and Development ......... 346
[8.29] Systems Design and Configuration.......................... 346
[8.30] Ten Most Critical System Components .................. 347
[8.31] Operating System and System Configuration ... 347
[8.32] Document Management System........................ 347
[8.33] Hardware and Hardware Supplier ..................... 347
[8.34] Desktop Hardware and Peripherals ................... 347
[8.35] Cabling............................................................... 348
[8.36] Conference Room Design.................................. 348
[8.37] Power ................................................................. 348
[8.38] Internet and Intranet........................................... 349
[8.39] Telephones and Telecommunications ............... 349
[8.40] Daily and Full System Backups......................... 349
[8.41] Document Management Systems ................................... 350
[8.42] What Is a Document Management System? ............ 350
[8.43] Who Needs a Document Management System? ...... 351
[8.44] Collaboration .................................................... 351
[8.45] Version Control ................................................. 351
[8.46] Lost and Found ................................................. 351
[8.47] Security.............................................................. 351
[8.48] Metadata ............................................................ 352
[8.49] Matter-Centric Collaboration ................................... 352
[8.50] Litigation Support........................................................... 353
[8.51] Electronic Data Discovery ....................................... 353
[8.52] Consultation and Project Management.............. 354
[8.53] Data Collection Management ............................ 354
[8.54] Data Filtering .................................................... 354
[8.55] Text and Metadata Extraction............................ 354
[8.56] Data Hosting and Production............................. 355
[8.57] Paper Conversion ..................................................... 355
[8.58] Case Management Systems...................................... 355
[8.59] CaseMap ............................................................ 355
[8.60] LiveNote ............................................................ 356



xvii

[8.61] Trial Technology and Support ................................. 357
[8.62] Logistics and Planning ...................................... 358
[8.63] Trial Graphics and Presentations....................... 358
[8.64] Collaborative Technologies ..................................... 358
[8.65] Remote Access ............................................................... 359
[8.66] Productivity ............................................................. 359
[8.67] Quality of Life.......................................................... 359
[8.68] Remote Access Solutions......................................... 360
[8.69] Virtual Private Network (VPN)......................... 360
[8.70] Remote Control for Individual Computers........ 360
[8.71] Thin-Client Technology .................................... 361
[8.72] Handheld Mobile Devices........................................ 361
[8.73] Conclusion ............................................................... 362
[8.74] Systems Analysis ........................................................... 362
[8.75] IT Assessment Questions ......................................... 362
[8.76] When Should IT Assessments Occur? ..................... 363
[8.77] Transition Phases............................................... 363
[8.78] Recurring Basis ................................................. 363
[8.79] IT Assessment Process............................................. 363
[8.80] Phases of an IT Assessment ..................................... 364
[8.81] Factors Affecting the Success of an Assessment ..... 364
[8.82] Assessment Presentation and Follow-up.................. 365
[8.83] Technology Policy .......................................................... 365
[8.84] Drafting a Communications and Technology

Systems Policy..................................................... 365
[8.85] Personal Use and Internet Use ................................. 366
[8.86] Firm E-mail Guidelines............................................ 366
[8.87] Harassment (Hostile Workplace) ............................. 367
[8.88] Privacy ..................................................................... 367
[8.89] Security .................................................................... 367
[8.90] Web 2.0 Technology Guidelines.............................. 368
[8.91] Policy Rollout .......................................................... 369
[8.92] Enforcing the Policy................................................. 370
[8.93] Policy Development Resources ............................... 370
[8.94] Telecommunications ....................................................... 370
[8.95] Telephone Systems .................................................. 371
[8.96] VoIP................................................................... 371
[8.97] Digital Telephones............................................. 371
[8.98] Conference Calls ............................................... 372
[8.99] Handheld Devices.............................................. 372
[8.100] E-mail, Calendar and Contacts ................... 373
[8.101] Internet Access............................................ 373



xviii

[8.102] Keyboard and Mouse .................................. 373
[8.103] Front-end Server Products .......................... 373
[8.104] Carriers........................................................ 373
[8.105] Power .......................................................... 374
[8.106] Applications ................................................ 374
[8.107] Durability .................................................... 374
[8.108] Software-as-a-Service/Cloud Computing....................... 374
[8.109] Advantages............................................................... 374
[8.110] How Does It Work? ................................................. 375
[8.111] How Is the SaaS Model Delivered? ......................... 376

Appendix......................................................................... 377

CHAPTER 9 OFFICE SPACE AND SECURITY NEEDS

[9.0] Maximizing Office Space ............................................... 387
[9.1] Build in Flexibility ................................................... 388
[9.2] Security Concerns .................................................... 388
[9.3] Central Stairways ..................................................... 389
[9.4] Office Size................................................................ 389
[9.5] Relocation ....................................................................... 389
[9.6] Hiring a Commercial Real Estate Broker................. 390
[9.7] Plan Your Relocation Carefully ............................... 390
[9.8] Assemble the Team.................................................. 391
[9.9] Architect/Interior Designer................................ 391
[9.10] General Contractor/Construction Manager ....... 392
[9.11] Furniture Dealer................................................. 392
[9.12] Mover................................................................. 393
[9.13] Needs Assessment.................................................... 393
[9.14] Personnel ........................................................... 393
[9.15] Office Sizes........................................................ 394
[9.16] Technology Requirements................................. 394
[9.17] Mail/Copy Room ............................................... 394
[9.18] Satellite Copy Areas .......................................... 394
[9.19] Pantry/Lunchroom ............................................ 395
[9.20] Conference Rooms ............................................ 395
[9.21] War Rooms ........................................................ 395
[9.22] Accounting Department..................................... 396
[9.23] Records Room ................................................... 396
[9.24] Library ............................................................... 396
[9.25] Word-Processing/Document-Production

Center............................................................ 396
[9.26] Signage ............................................................. 396
[9.27] Supplemental Air Conditioning......................... 397



xix

[9.28] Lawyer File Space Allocation ........................... 397
[9.29] Finishes, Flooring, Furniture, Lighting ............. 397
[9.30] Budget ...................................................................... 397
[9.31] Office Leases............................................................ 398
[9.32] Types of Leases ................................................. 398
[9.33] Escalation Provisions......................................... 399
[9.34] Real Estate Tax Escalation.......................... 399
[9.35] Operating Escalation................................... 400
[9.36] Porter’s Wage Escalation............................ 400
[9.37] Construction Cost Provisions ............................ 400
[9.38] Sublease Clause ................................................. 400
[9.39] Preliminary Space Design during Lease

Negotiation.................................................... 402
[9.40] Furniture Plan........................................................... 402
[9.41] Duties of General Contractor/Construction Manager 403
[9.42] Pre-construction Services .................................. 403
[9.43] Construction Services........................................ 404
[9.44] Post-construction Services................................. 405
[9.45] Pre-move Checklist .................................................. 405
[9.46] New Space in Same Building ............................ 405
[9.47] Move to a Different Building ............................ 406
[9.48] The Move ................................................................. 407
[9.49] After the Move ......................................................... 407
[9.50] Office Security................................................................ 408
[9.51] Institute and Enforce a Security Policy.................... 408
[9.52] General Facilities Security Measures....................... 409
[9.53] Securing the Reception Area.................................... 409
[9.54] Procedural Security Mechanisms............................. 410
[9.55] Safeguarding Human Resources Information .......... 410

CHAPTER 10 ASSOCIATION OF LEGAL ADMINISTRATORS

[10.0] The Lighter Side of Legal Administration ..................... 413
[10.1] Association of Legal Administrators (ALA) .................. 415

Resource Directory ...................................................................... 417

Contributors ................................................................................. 457



CONTRIBUTORS



459

CONTRIBUTORS

PRINCIPAL 

Barry E. Jackson, CLM, CPA, is currently the Executive Director 
of Davis Gilbert LLP (www.dglaw.com). He has over 20 years of 
law firm experience, and he has worked and traveled extensively 
throughout Europe, South America, Central America and the Far 
East. Barry graduated from the University of Richmond, cum laude,
and he has taught seminars through the Lorman Institute, the New 
York State Bar Association, the New York City Bar, West Legal-

works and the ALANYC. Barry spearheaded the process to develop this book and worked 
with Kim Swetland to bring the idea to fruition. Other publications and articles include: 
“The Art and Science of Benefits Provision,” New York Law Journal (Oct. 28, 2002); 
“Beyond the Numbers,” Marcum & Kliegman (Oct. 2004); “A New Benefit for Partners 
and Shareholders of S Corporations” and “Exempt vs. Non-Exempt Employees: An Over-
view” for the ALA. Barry is a member of the New York State Bar Law Practice Manage-
ment Committee and is past president of the Association of Legal Administrators, New 
York City Chapter.  

PRINCIPAL 

Kimberly A. Swetland is the Director of Administration for the 
New York City office of Harris Beach PLLC (www.harrisbeach.com), 
a Top 250 law firm with approximately 200 attorneys in offices 
throughout New York State, and is a business consultant for HB 
Solutions LLC. Kim has over 20 years of experience in the legal and 
business consulting industries. She attended St. John Fisher College 
and the State University of New York at Brockport, receiving her 

bachelor of science degrees in business administration and accounting. Kim is the current 
president of the Association of Legal Administrators, New York City Chapter, and the 
former chair of the Education and Sponsor Partnering Committees.  

EDITOR-IN-CHIEF 

Roseann S. Lentin is currently the Director of Administration for 
the New York/Northern New Jersey offices of Drinker Biddle & 
Reath LLP (www.drinkerbiddle.com), and has over 25 years of law 
firm administration experience in New York, New Jersey and Phila-
delphia. As a member of the board of the New York City Chapter of 
the Association of Legal Administrators, Roseann served for three 
years as editor of the award-winning newsletter, New York New 

York, during which time the Chapter won first place for best feature article in 2005, and 
first place for best newsletter in 2006. In addition to her law firm responsibilities, Roseann 
is involved in publishing books and magazines and is enrolled in New York University’s 
publishing program. 



BEST PRACTICES IN LEGAL MANAGEMENT

460

MANAGING EDITOR 

Marjorie L. Stein has more than 20 years of experience in the legal 
administration and legal consulting industries. She is currently the 
Office Administrator of the 160-attorney New York office of Hogan 
& Hartson LLP (www.hhlaw.com), a Washington, D.C. based firm. 
Marjorie is currently on the board of the ALA’s New York City Chap-
ter, where she has served for four years. Marjorie received national 
first-place awards as editor of the ALA’s New York City Chapter’s 

newsletter, New York New York, and as author of the best feature article, “Offshoring: Cor-
porate America’s ‘Little Secret’?”  

CONTRIBUTING EDITOR 

Rita I. Thompson, CLM, is a Certified Legal Manager with more 
than 25 years’ experience in the industry. She is currently the Admin-
istrator for Kavanagh Maloney & Osnato LLP (www.kmollp.com) 
and is past president of the Association of Legal Administrators, 
New York City Chapter. Rita was a reviewer for the Second Edition 
of the Certified Legal Manager (CLM)SM Examination Study Guide,
published by Barry University. She also serves on the Paralegal 

Studies Program Advisory Board for Bronx Community College of the City University of 
New York. 

CONTRIBUTING EDITOR 

Kenneth Knott, CPA, is a Professional Services Administrator 
(www.proskauer.com) with 25 years of increasingly responsible 
management experience in law firms, accounting firms, associations 
and government. Ken built a successful career in law firm manage-
ment based on an ability to understand the culture and to quickly and 
accurately assess situations, identify problems and obtain good re-
sults. His competencies include finance, resource management, facili-

ties and human relations. Ken is a writer and is a frequent contributor to the New York Law 
Journal and to New York New York, the newsletter of the New York City Chapter of the 
Association of Legal Administrators.  

ILLUSTRATION 

Curtiss Calleo is a cartoonist, illustrator and designer living in New 
York (www.ccalleo.com). His funny drawings have appeared in various 
publications from The New York Times to the Smithsonian Institution. 
He received a Press Association Award for Editorial Cartooning and 
is currently an Art Director for Taylor & Ives, a design firm special-
izing in corporate branding. Curtiss is a graduate of Vassar College 
and Pratt Institute’s Graduate Communications and Design program. 



461

CONTRIBUTORS

COVER DESIGN 

Mark W. Delbridge is the Senior Creative Designer for Drinker 
Biddle & Reath LLP (www.drinkerbiddle.com), a 700-lawyer na-
tional law firm. After graduating from Rutgers Mason Gross School 
of the Arts in 2002, Mark joined the Client Relations Department of 
Drinker Biddle, before in-house design was fashionable in a law 
firm. Mark shaped the internal and external branding of the firm and 
increases the firm’s visibility in the marketplace through the creation 

and design of brochures, invitations and collateral materials. In 2003, Mark redesigned the 
ALANYC’s newsletter, New York New York, contributing to ALA’s first-place awards in 
2006 and 2008, and he continues to work with the Chapter designing brochures, educa-
tional materials and the website, alanyc.org, winning first place nationally in 2009.



463

CONTRIBUTORS

AUTHORS

ALA MEMBERS

Cindy B. Arnold, Director of Human Resources, Kramer Levin Naftalis & 
Frankel LLP, www.kramerlevin.com

Vincent M. Bell, Director of Administration New York, Akin Gump Strauss 
Hauer & Feld LLP, www.akingump.com

Janet Fraka Casiano, CLM, Office Manager, Manatt Phelps & Phillips LLP, 
www.manatt.com

Tracy A. Cooper, Finance/Collections Manager, Sonnenschein Nath & 
Rosenthal LLP, www.sonnenschein.com

Mimi DeMars, CLM, Office Administrator, Wilson Elser Moskowitz
Edelman & Dicker LLP, www.wilsonelser.com

Patricia T. Dooley, East Coast Administrator, Manatt Phelps & Phillips LLP, 
www.manatt.com

Richard Fluri, Chief Human Resources Officer, Drinker Biddle & Reath LLP, 
www.dbr.com

Patricia A. Genn, Office Manager, Schlam Stone & Dolan,
www.schlamstone.com 

David Glicksman, CLM, Chief Financial Officer, James Mintz Group, 
www.mintzgroup.com

John Hall, III, CPA, Chief Financial Officer, Davis & Gilbert LLP, 
www.dglaw.com

Barbara A. Harper, Human Resources Manager, Drinker Biddle & Reath LLP, 
www.dbr.com

Denise A. Harris, Legal Administrator, Pachulski Stang Ziehl & Jones, 
www.pszjlaw.com

Gerard F. Haubrich, Chief Information Officer, Drinker Biddle & Reath LLP, 
www.dbr.com

Barry E. Jackson, CLM, CPA, ALA New York City Chapter, Past President, 
Executive Director, Davis & Gilbert LLP, www.dglaw.com



BEST PRACTICES IN LEGAL MANAGEMENT

464

Elizabeth Kennedy, Office Administrator, Nixon Peabody LLP,
www.nixonpeabody.com

Kenneth Knott, CPA, Weekend Operations Manager, Proskauer Rose LLP, 
www.proskauer.com 

Steven A. Lastres, JD, MLS, Director of Library & Knowledge
Management, Debevoise & Plimpton LLP, www.debevoise.com

Roseann S. Lentin, Director of Administration, Drinker Biddle & Reath LLP, 
www.dbr.com

Cynthia M. Lopez, Manager of Administrative Services and Recruiting,
Milberg LLP, www.milberg.com

Henry Macchiaroli, CLM, ALA New York City Chapter, Past President, 
Controller, Goetz Fitzpatrick, LLP, www.goetzfitz.com

Lani Marrero, Assistant to NYC Director of Administration, 
Harris Beach PLLC, www.harrisbeach.com

Carol A. Palmer, Legal Office Administrator, Thompson Hine LLP, 
www.thompsonhine.com

Patricia M. Rudloff, ALA New York City Chapter, Past President,
Administrator, Katsky Korins LLP, www.katskykorins.com

Donna M. Saccone, Office Administrator, Lester Schwab Katz & Dwyer LLP, 
www.skdnylaw.com

Marlene U. Sauer, SPHR, Office Administrator, Blank Rome LLP, 
www.blankrome.com

Caroline Schatz, Accounting Manager, Sonnenschein Nath & Rosenthal LLP, 
www.sonnenschein.com

Jeffrey D. Siegler, CPSM, C.P.M., Manager, Global Procurement,
Weil Gotshal & Manges LLP, www.weil.com

Marjorie Stein, Office Administrator, Hogan & Hartson LLP, 
www.hhlaw.com

Kimberly A. Swetland, ALA New York City Chapter, Current President, 
NYC Director of Administration, Harris Beach PLLC,
www.harrisbeach.com



465

CONTRIBUTORS

Rita I. Thompson, CLM, ALA New York City Chapter, Past President, 
Administrator, Kavanagh Maloney & Osnato LLP, www.kmollp.com

Jackie A. Todd, ALA New York City Chapter, Past President

Phillip Veth, Director of Administration, Sonnenschein Nath & Rosenthal LLP, 
www.sonnenschein.com

Nadia Wagner, ALA New York City Chapter, Past President, Office
Manager, Beveridge & Diamond, PC, www.bdlaw.com

Tiffany L. Yarde, Marketing Coordinator, Cohen & Gresser, LLP, 
www.cohengresser.com

BUSINESS PARTNERS

Dan Belmonte, Account Executive, Central Moving & Storage,
www.centralnyc.com

Michael Dalewitz, Senior Managing Director, Peak Legal Solutions, 
www.peaklegalsolutions.com

Brian M. David, Partner, Vice President Business Development, Lloyd 
Group, www.lloydgroup.com

Adam L. Eiseman, President & Chief Executive Officer, Lloyd Group, 
www.lloydgroup.com

Sofia Galadza, Director of Public Relations, IA Interior Architects, 
www.interiorarchitects.com

Sarah Gillen, President, Emergency Skills, Inc., www.emergencyskills.com

Anthony K. Greene, CRM, CIC, Director, Herbert L. Jamison & Co., LLC, 
www.jamisongroup.com

Edward J. Grubb, General Manager, Legal Managed Services, mindSHIFT 
Technologies, Inc., www.mindshift.com

David Ibarra, Regional Leasing Manager, Konica Minolta Business
Solutions, Inc., U.S.A., www.kmbs.konicaminolta.us

Peter James, Professional Services Practice Manager, IKON Office
Solutions, Inc., www.ikon.com



BEST PRACTICES IN LEGAL MANAGEMENT

466

Bari Klein, Vice President, National & Global Accounts, Swiss Post
Solutions, Inc., www.swisspostsolutions.com

John Kleiser, FSA, Vice President, Compensation and Benefit Strategies,
J.P. Morgan, www.jpmorgan.com

Brian Koshley, AIA, Managing Principal, IA Interior Architects,
www.interorarchitects.com 

Louis Ladehoff, Director of Marketing & Communications, Swiss Post 
Solutions, Inc., www.swisspostsolutions.com

Susan Leone, LEED AP, IA Interior Architects, www.interiorarchitects.com

Cosme Marley, President, TechSaw Systems, www.techsaw.com

Catherine E. Massey, Co-founder and Chair, LawDocsXpress, 
www.lawdocsexpress.com

Mark A. Moore, National Solution Consultant—Legal, IKON Office
Solutions, Inc., www.ikon.com

Ken Neal, Director, Corporate Communications, Océ Business Services, 
www.obs-innovation.com

Scott Paster, Legal Sales Manager, Eastern Region, Océ Business Services, 
www.obs-innovation.com

Sharon Quaintance, Co-founder and CEO, LawDocsXpress, 
www.lawdocsexpress.com

Randall R. Reed, Senior Vice President, Institutional Retirement Programs, 
City National Bank, www.cnb.com

Marlene Regalado, HSBC Bank USA, N.A., www.us.hsbc.com

Rob Schecterson, RENTACRATE/ShredX, www.rentacrate.com

Richard Schulman, LAN Associates, www.lanassociates.com

Mark S. Shore, Senior Vice President, Employee Benefits, Herbert L.
Jamison & Co., LLC, www.jamisongroup.com

Jonathan Sheppard, President & CEO, DayBreak Legal Staffing,
www.daybreakstaffing.com



467

CONTRIBUTORS

Jude Travers-Frazier, Kraft & Kennedy, Inc., www.kraftkennedy.com

Glenn Wainer, Strategic Account Executive, IKON Office Solutions, Inc., 
www.ikon.com

FRIENDS OF ALA

Sarah S. Berman, President, The Berman Group, Inc., www.bermangrp.com

Phyllis Bonsignore

Toby Brown, Client Relations Manager, Knowledge Management, Fulbright 
& Jaworski L.L.P., www.fulbright.com

Arthur Caballero, Network Voice and Data Communications, Inc.,
www.atdcom.com

Curtiss Calleo, Illustrator, Art Director Print and Interactive Media, 
www.ccalleo.com

Scott M. Cohen, Director of Practice Support, Proskauer Rose,
www.proskauer.com

Lewis J. Cowan, Senior Vice President, HELMSLEYSPEAR,
www.helmsleyspear.com

Mark W. Delbridge, Senior Creative Designer, Drinker Biddle & Reath LLP, 
www.drinkerbiddle.com

Vickie Gray, Chief Marketing Officer, Ober Kaler, www.ober.com 

Mary E. Hamm, National Records Manager, Drinker Biddle & Reath LLP, 
www.dbr.com

Ari L. Kaplan, Esq., Ari Kaplan Advisors, www.arikaplanadvisors.com

Russ Korins, Russ Korins Consulting LLC, www.russkorinsconsulting.com

Alonso Levene, Records Supervisor, Proskauer Rose, www.proskauer.com

Martha McCullough, Word Processing Coordinator, Drinker Biddle & 
Reath LLP, www.dbr.com

William J. Milani, Esq., Epstein Becker & Green, P.C., www.ebglaw.com



BEST PRACTICES IN LEGAL MANAGEMENT

468

Domenique Camacho Moran, Partner, Farrell Fritz, P.C., 
www.farrellfritz.com

Lance Rea, Chief Information Officer, Davis & Gilbert LLP, 
www.dglaw.com

Vicki L. Rimasse, President, VLR Networking & Consulting Services, Inc., 
vlwriter2225@aol.com

Jacqueline M. Schimmel, Esq., Chief Risk Management Officer, Drinker 
Biddle & Reath LLP, www.dbr.com

Russell B. Shinsky, CPA, Partner, Anchin Block & Anchin LLP, 
www.anchin.com

Dean L. Silverberg, Esq., Epstein Becker & Green, P.C., www.ebglaw.com

Michael A. Smithwick, Adjunct Consultant, Altman Weil, Inc.,
www.altmanweil.com

Meredith Wargo, Proposal Manager, Fulbright & Jaworski L.L.P.,
www.fulbright.com



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /OK
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




